MyCalPAYS,

Congratulaticns!

You have accepted an amployee that has been corverted to the new MyCalPAYS (MCP) systam. They are referred to as a “live”
(converted)on MCP enplovee. Your department isreferred to as “non-live”™ (non-corverted) on MCP.

This guide will explain in detail all of the things you will need to do to manage this employee’s data. Below are a
few things to help you get started:

1} Centact the Custermer Contact Center {CCC) inmmediately, informing them that you have a carwerted enployee. The CCC
will set up a Remedy Tidket (name of CCC meidet ticketing and tradang system) and notify the “Once m MyCalPAYS”
Specialist who will work with vou to manage the employee’s data. You will be given a MyCalPAYS Person ID mamber
(PERID) and a CCC Pemedy Ticket mrvber for use with all futire contact with MCP Ops. The PERID will be used in lieu
ofthe Social Secunty Number a fier anemployee is convertedto MCP.

1) Always nchide the MCP PERID mmmber and the Reamedy Ticket mamber on all forms and comregpondence with “Onee in
My CalPAYE™ Bpecialist. [tisno longernecessary to include social securty menbers on fonms subnutted to MCP Ops.

3) Inmost casesyou will follow cumrent Legacy procedures and complete Legacy fomns, plus some special MCP forms. How to
access the forns and when to use them is described in this marmal. However, all data will be ertered mto MCPby the “Once
in MyCalPAYS” Specialist assignedto your Remedy Ticket.

4) MNotethe cut-off dates for Payroll referenced throughowt this guide. Data must be subrnitted andfor corrected withm this time
frame to miumize payroll errors. The “Once m MyCalPAYS” Specialist will work with you each pay penod to review data
and ensureits acouracy and commpleteness.

3) AfterPayrolhasbeen finalized, youwill get severalreports to help youkeep track of yvour employee’s data.

6) These employees will require a different time sheetthat is completed and sent to MCP Ops by thelast day ofeach pay period

T) Readthis guide atleastonceto onent yowrself Ithasalot of goodand impertant information for you.

Employees that have been corverted to MyCalPAYS are almays going to be in MyCalPAYS (“Once m MyCalPAYS, always in
MyCalPAYS™) even If they transfer or renstate to a department that has not yet been converted. Employees that are m MyCalPAYS
but working in a deparment/ageney that has not been converted will be maintained centrally by the State Controller’s Office (3CO)
with close coordination between the SC0 and the enployee’s deparment Human Resources (HE) Office. This siide will assist non-
live department HE. staffwith processing and mamtamning their converted employees.

Az you read through this guide, please keep in mind that the State Contwoller’s Office is dedicated to the snooth transtion to
My CalPAYS. The 3CO°s Customer Contact Center (CCC) will serve as the mam contact for Human Besource departments and their
staff members. The CCC has amployed highly trained people that are devoted to wodking closely with HE. departments and their staff
to provide quality coordination conmumication and services betweenthe SCO central staffand HE. employees.

Itis the hope that youwill find the following pages mformative and helpfil.
BestRegards,

The State Controller's Office Business Operations Team
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